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Course Number:
 SDP 130  
Personnel Practices 




Credits:

 1
       
Date:


 Oct 2005 
Institution: 


Clackamas Community College

Outline Developed by:
Peggy Falkenstein/Joan Ryan

Type of Program:

Professional Technical Supplementary 
Course Description:  This course is composed of three retail management personnel practice topics: interviewing skills for new employees and promotions, promoting and sustaining the nonviolent workplace, and taking corrective action in retail personnel issues.
Course Objectives:

1. Explain steps to prepare for an interview.

2. Explore interview techniques.

3. Examine probing-type questions.

4. Explain permissible and non-permissible questions.

5. Explain application forms; what’s legal, what’s not.

6. Explore ways to analyze a performance problem.

7. Examine how to correct a performance problem.

8. Explore how to create a nonviolent workplace.

9. Explain prevention and intervention techniques.
Student Learning Outcomes:

Upon successful completion of this course, the student should be able to:

1. Describe steps to prepare for an interview.

2. Describe interview techniques.

3. Demonstrate permissible and non-permissible interview questions.

4. Describe an example of a performance problem.

5. Demonstrate ways to correct a performance problem.

6. Describe a nonviolent workplace.
Length of Course:
11 lecture hours

Prerequisites:

Prior supervisory experience suggested

Grading Method:  
Pass/No Pass




20%
Participation




30%
Homework and written assignments




15%
Self-assessment and growth plan




35%
Term paper or project
Required Texts: 
Coaching and Corrective Action Target 2003; Nonviolent Workplace Target 2000; Interviewing Skills Target 2001

MAJOR TOPIC OUTLINE
I. INTERVIEWING SKILLS

A. Preparing for the interview

B. Interview techniques

C. Probing Questions

D. Permissible and non-permissible questions

E. Applications

II. NONVIOLENT WORKPLACE

A. Prevention techniques

B. Intervention

C. Simulation

III. COACHING AND CORRECTIVE ACTION

A. Analyzing the performance problem

B. Coaching discussion

C. Correcting performance

D. Correcting conduct
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